VOUCHER INQUIRY

Navigation: Accounts Payable > Review > Vouchers > Voucher Inquiry

This online inquiry is very helpful when trying to find vouchers paid to a particular vendor. This
screen allows the user to specify a particular period of time, compared to searching for your
vouchers by using ‘Find an Existing Voucher.’

Enter the following fields as shown on the next page:

P wnNPE

need to select one of the dates from this dropdown.
5. From Date/To Date: Select the time period that is applicable.

“From” and “To” business unit — enter your business unit here.
SetlD: is always ‘share’
From Vendor ID/To Vendor ID: enter the vendor’s id number here

Voucher Date Type: to select only the current year’s data on a vendor you will

{ Voucher Inquiry
~ Search Criteria

From Business Unit: To Business Unit: From Voucher ID: To Voucher ID: “Woucher Style:
11000 Q 11000 Q Q Q, AllYouchers v
From Invoice: To Invoice: Post Status: Approval Status: Voucher Balance:
Q Q w w w
SetlD: From Vendor Short Name: To Vendor Short Name: Voucher Date Type:
SHARE |CL a, a, Accounting Date v
From Vendor ID: To Vendor ID: Vendor Location: From Date: To Date:
0000000145 @, [ooooonotss a Q 01012008 | 051862006 |
i Max Rows 300
*Amount Rule: Voucher Gross Amount:  Transaction Currency:
Any v Q, Search | Reset Criteria |

‘Sort By: Youcher D R

‘Sort Asc/Desc:

Ascending

v

Sort

¥ Display Currency Criteria

Click Search and the following results will appear:
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{ Voucher Inquiry |

From Business Unit:  To Business Unit: From Voueher ID: To Voucher ID: “Voucher Style:
11000 Q 11000 Q Q Q All'Youchers A4
From liveice: To Invoice: Post Status: Approval Statu voucher Balance:
a Q 3 3 3
SetlD: From Vendor Short Name: To Vendor Short Name: Voucher Date Type:
SHARE | @, Q Q Accounting Date -
From Vendor ID: To Vendor ID: Vendor Locat From Date: To Date:
0000000145 @, [oooooooi14s [ (s} 070172006 |8 |0518/2006 |
Max Rows El

*Amount Rule: Voucher Gross Amount:  Transaction Currency:
Any v Q Search Reset Criteria
“Sort By: Vouchet ID v | 'SortAschesc: | Ascending - Sort

» Display Currency Criteria

Voucher I} Invoice Number

. " " ‘Voucher i A
Vendor  Voucher Detail Payment  Transaction Gross lvoice Unapplied  Total Non- red Gross )
Vendor ID  Short Vendor Name Style Mexch VAT

Loc Lines Information Currency Amount B:—:;‘ﬁ Prepayments
11000 00004383 G528 D1M03/2006 0000000145 ABM-003 B ame Resuar uzD 200.00
11000 00004497 GR1Z0FMD 020172006 DOOONDNT 45 ABM-003 B e Rowvar B [ usp 20000
1000 00004430 G DAMI/Z006 DOOOODNT 45 ABNE003 REMT Reguar B usp 20000
11000 00004558  GEIBd 0410372006 0000000 45 ABM-003 A PTE uzD 200.00
11000 O0004R7E  &73ER D5M1/Z006 DOOONDNT 45 ABM-003 B e Rowvar B [ usp 20000

Note: This search can be downloaded into Excel by clicking on this icon next to View All. In that
way, the data can be sorted in whatever format is needed.
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